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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 12
	responsibilites: Off
	IMMEDIATE SUPERVISOR: LAURA DELPHINA
	SUPERVISOR'S CLASS: Administrative Officer II
	personnel analyst: Donna Aguilar
	personnel date: 9/27/13
	PERCENT OF TIME: 












60%






25%

	activity: POSITION SUMMARY
Under general supervision and direction of the Administrative Officer I, performs warehousing duties for the Business Service Unit.  Must use good judgment and carry out all work assignments in a safe, economical and efficient manner and be knowledgeable of all warehouse functions.  May perform administrative tasks in SAP such as time reports, program reports, requisitioning, work order notifications and other SAP functions.  Provides support to the Planner/Scheduler function.  

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others, maintain regular, consistent, predictable attendance, and exercise good judgement.  The specific essential duties are, but not limited to:

In charge of the receipt, storage, issuance, shipping, and establishment of stock levels of materials, complex technical supplies, memorandum and spare parts and bulk construction materials; maintain inventory records for items in the warehouse; evaluate and make recommendations of the storage capabilities of all supplies; perform daily housekeeping chores; maintain a neat and safe work environment; coordinate with supervisors in other branches to insure adequate minimum/maximum levels.

Using MS Office Suite or other tools as appropriate, maintain accurate records and inventory control on all materials.  Assist in inventory and inspections pertaining to the warehouse section.  Incumbent will be required to operate automotive vehicles on public roadways, and travel to remote areas to distribute supplies upon request.  As assigned Petty Cash custodian, maintain records related to the units petty cash fund.

	classification: Materials And Stores Specialist
	appointee: Vacant
	dwr position number: 2610-1506-001
	sap personnel no: 
	sap position number: 50002583
	division: SFD/ADMIN BRANCH/BUSINESS AND OFFICE SRVS
	mcr: 1
	percent 2: 15%
	activity2: In charge of stocked memorandum spare parts and spare parts stored at an off-site warehouse.  In support of the Planner Scheduler and benchmarking function in the field division, will schedule and make deliveries to all plants and facilities.   This will require driving a vehicle on public roadways and to remote areas throughout the field division.

SPECIAL REQUIREMENTS
Must have a valid California Class C license as incumbent will be required to operate automotive vehicles on public roadways, travel to remote areas within the field division is necessary to perform the requirements of this position.

Strength and ability to move up to 60 lbs.; ability to bend, stoop, reach climb stairs and ladders; ability to operate a forklift; ability and stamina for manual labor.

Overtime may be required, based on work needs.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
Must be able to operate computers and learn/know appropriate programs.

	supervisor name: LAURA DELPHINA
	employee name: Vacant


